MSAA System User Guide for Test Coordinators

Prepared for:

Msaa/

Multi-State Alternate Assessment



MSAA System User Guide for Test Coordinators

Table of Contents

MSAA System User Guide for Test Coordinators

Get Started

Document Overview
Additional Support

What is the MSAA System?
Access the MSAA System

Test Coordinator (TC) Checklist

Access the MSAA System

Where to Start

Access the MSAA System
How to Unlock Your Account
Manage Organizations

What Is An Organization?
My Organizations
Organization Drill Down

My Organization Actions

Create Classrooms

Create a Child Organization
Recommendations for Creating Classrooms
Create a Classroom

Edit an Organization

Upload Users File

Users Upload Checklist

Step 1: Download Org ID

Step 2: Download & Complete Users Template
Step 3: Upload Users File

Upload Student Registration File

Student Registration File Upload Checklist

Step 1: Download Org ID

Step 2: Download & Complete Registration Template
Step 3: Upload Registration File

Manage Users

Assign Organizations to Users
Create Users



MSAA System User Guide for Test Coordinators

Track Test Administrators’ Training Status

Manage Students

Access Student Roster

Moving a Student to a New School or Class
Create a Student

Assign Organizations to Students

How to update student grade assignment

Complete Training
My Reports

Appendix: Technology Requirements

Browser
Operating System

54

57

57
59
65
61
67

68
72

76

76
76



MSAA System User Guide for Test Coordinators m,é.é/

Get Started

This section helps you to get started.

1 2 3 4
Get Started | Access MSAA »  Manage > Create
SYSTEM Organizations Classrooms
|
v
5 6 7 8
Upload — Upload ——» Manage |—_, Manage
Users Students Users Students

Document Overview

This document is a simple, quick guide to familiarize Test Coordinators with the
system’s features and provide directions on how to perform certain mandatory functions
within the MSAA System. This document contains step-by-step actions that test
coordinators would perform in normal system use.

As you become familiar with the MSAA System, the following definitions may be useful.

Users

Users are the educators who access the MSAA System. Currently,
the following user roles are supported in the MSAA System:

» Test Administrator (TA)

» Test Coordinator (TC)

A user may have one of the following hierarchy permissions:

» State-level user: Only the test coordinator’s account can be
set up with state-level permissions. These users are able to
view the students and other users’ information for their state.

» District-level user: A TA or TC may have access to one or
more districts in the system. District-level TAs and TCs have
access to the students in district(s) assigned to their user
account. TCs may also access TAs and other TCs within
those districts

» School-level user: School-level TAs and TCs have access
to the students enrolled in that school(s). TCs may also
access TAs and other TCs within those schools.

» Classroom-level user: A classroom-level user has access
to the students enrolled in that classroom(s).
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Examples:
» Mary is a TA who has a classroom-level user role. She will

have access to the students in her own classroom(s) only.

» Joe is a district-level TC for a small district with 8 schools.
He has access to each of the schools and the students
within them. He can also access the TA and TC accounts
within each of the schools in the district.

» Bill is a school-level TA who has access to 1 school within a
district. He can access all of the students of the school
regardless of the class the students are assigned.

Organizations The system treats all levels of education hierarchy as

Organizations. An organization can be a state, district, school, or
classroom. The system assigns a unique system-generated
identifier, called an Org ID, to each of these organizations.

In this guide, we may also refer to organizations as a “parent”
organization or a “child” organization. This is referring to the
relationship one organization has with another.

F ﬁ
District A

[school 1a | [school 22|

[Classx 1a | [ClassY2a |

Example:

A state is labeled as an organization. A district is also labeled as an
organization. The state is the “parent” organization of the district.
The district is considered “child” organization of the state.

Similarly, a school and a class are labeled as organizations.
However, the class is the “child” organization of the school, which is
the parent organization.

These analogies will be important for drill-down capabilities. When
you drill down into a district, you will see all the child organizations
associated to that district for which you have permission to view.

Registration

This refers to the process of uploading students into the MSAA
System. Please note that the term “Enroliment”

is used within the MSAA System, but for the purposes of this guide
this process is called “Registration”.
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Additional Support

For additional support or questions about this document, please contact:
MSAA Service Desk
Phone: (866) 834-8879

Email: MSAAServiceCenter@measuredprogress.org

What is the MSAA System?

The MSAA System is the online system used to administer the Multi-State Alternate
Assessment based on Alternate Achievement Standards (AA-AAS) to participating
students.

Access the MSAA System

Access the MSAA System using the following link: https://www.msaaassessment.org

Test Coordinator (TC) Checklist

Test Coordinators (state, district, or school) are required to perform specific actions
within the MSAA System. Some of these actions need to be completed during the
registration period, while other actions are required after the registration period ends
and through the testing window.

Please use the following checklist for tasks that need to be completed during the
registration period. Please check with your MSAA State Coordinator for more
information regarding who will be responsible for these tasks during the registration

period. The tasks with the warning icon (&) are due during the registration period

& Get Started - Familiarize yourself with provided guides, such as
the Test Administration Manual (TAM), the MSAA
System User Guide for Test Coordinators, and the
User Guide for Test Administrators. Complete the
MSAA Test Administration Training for Test
Coordinators.
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/A\ Access MSAA - Use the provided URL to access the MSAA
System System.

A Manage - Review the predefined organizations within your
Organizations state to ensure data accuracy.

- Add new organizations, such as classes, or edit the
existing ones. (This step is optional; however, if you
choose to do it, it needs to be done within the
registration period)

& Upload Student - Download the student registration template.

- Download Org ID list (system-generated ID
associated to organizations such as state, district,
school, or classroom). You will need the Org ID and
Org Name in your registration template.

- Fill in the registration template with your state’s (or
district’s or school’s) student information.

- Fill in the Org ID and Org Name columns from the
Org ID list in the student registration template.

- Upload the student registration template file.

- Correct any validation errors.

Note: Make sure to upload the student registration
file after validation check.

Registration File

/A\ Upload Users - Download the users template.
- Download Org ID list.
- Fill in the users template with your state’s TC and
TA information.

- Fill in the Org ID and Org Name columns from the
Org ID list.

- Upload the users template.

- Correct any validation errors.

Note: Make sure to upload the users template file

after validation check.
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/\ Classrooms If your state wishes to use classrooms:
- Create classrooms.
- Reassign students and TAs to the correct

classroom.

Note: If you have provided the classroom information
as part of the predefined organization hierarchy in
your student file, you can skip this step. Just include
the classroom organization ID and name in your user
file (and registration file).

/A Manage Students** - View student roster.
- Access student profiles.
Assign - View organizations assigned to users or students.
Organizations - Reassign organization if needed.
Track TAs Training - View users.

- Access and edit a user profile.
- Track a TA’s training status.

**TCs will view the student rosters to check for accuracy.
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Access the MSAA System

This section prepares you to access the MSAA System.

Mti-Slate Alternase Assessment

1 2 3 4
Get Started Access MSAA > Manage > Create
SYSTEM Organizations Classrooms
5 6 7 8
Upload Upload —— ! Manage —_,/ Manage
Users Students Users Students
Where to Start

When a new user account is created in the MSAA System, the user will receive an
automated Welcome email that contains a temporary URL.

If a TA or TC account was created via the Users File Upload step, the system sends the
Welcome email automatically. Note: The following email is an example of the Welcome
Email but not an exact replication of what you will actually receive.

From: MSAASenviceCenter@measuredprogress.org
Subject: Important Information from the MSAA System

You are receiving this email because you are identified as either a Test
Coordinator or Test Administrator inthe MSAA System...

... You may now log in by clicking this link or copying and pasting it to your
browser:

hitps:fiwww.msaaassessment.org/user/reset/38348/1 454962511 VIcB
NDEbmeczH14VuhiBYT9ShaA UNgKECQO-sTeDc8

This link can only be used once to log in and will lead you to a page
where you can set your password.

After setting your password, you will be able to login at
https:/www.msaaassessmentorgiuser inthe future using:

username: youremail@youremail.com
password: Your password
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If a user account is created manually via the Add User button in the MSAA System, the
TC who creates the account will select the Send Email checkbox. The system sends the
Welcome email to the users for whom the checkbox has been selected. The email will
come from MSAAServiceCenter@measuredprogress.org.

To gain access to the MSAA System, click on the link within the email. When that link is
clicked, the system will ask you to create a password that will be used for the MSAA
System. Note that the username is always the email address to which the
welcome email was delivered.

Access the MSAA System

Once your user account is set up and you have changed your temporary password, you
can access the MSAA System any time. The MSAA System Login page will appear as
seen below.

Test Administration Portal

m Request new password
Welcome,MSAA Visitor

E-mail *

Password *

Login

Enter your email address and password, and click Login to access the secure MSAA
System.

10



MSAA System User Guide for Test Coordinators mmnmsné/

Sample Items
Take Practice Tests =

Once logged in, the system opens the Dashboard page by default.

You can navigate within the system using the top navigation bar or by clicking on the
blocks at the bottom of the screen.

m S @ MSAA System Welcome, Mary Smith Log out

Multi-State Alternate Assessment

Dashboard Test Status Summary My Students Sample ltems Test Administration Training

As TCs, you will have access to the following menu options:

» Dashboard: This will return you to the home page.

» My Organizations: This is where you will go to manage the educational
organizations, such as state-, district-, school-, or classroom-level hierarchy,
along with the users and students associated to each organization.

» Test Status Summary: This page provides an aggregated snap shot of all the
tests your students are assigned to, the number of students assigned to each
test, and the status of the test.

» My Students: This is the page TAs use to access student profiles, access test
materials (such as the Directions for Test Administration) and start the student
tests on the computer.

» Test Administration Training: This is the page that provides the training modules/
courses required for all users and allows the TA to take the required final quiz.
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» Sample Items: This page contains a few practice items that can be used to
practice the online navigation, test assessment features, test students’ AT
devices, etc. before launching the actual test.

How to Unlock Your Account

Under certain conditions, a user’s account will become locked and rendered unusable.
This is an intentional security measure built into the platform. Here is why it happens
and how to unlock your account.

Why Account Lockout Happens

A user’s account will become locked for 1 hour after 5 failed attempts to login (for
example, using the wrong password)

How to Unlock Your Account
To unlock your account, users have two options

e Wait an hour and the account will return to unlocked status (be sure to wait the
full hour)
e Unlock the account immediately by requesting a new password:
o select Request New Password from the login screen

Request new password
Welcome, Visitor

o follow the onscreen instructions to receive a password reset link
o follow the instructions in the received email to reset your password (your
account will be immediately unlocked)

12
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Manage Organizations
This section prepares you to manage your organizations.

1 2 3 4
GetStarted | || Access MSAA »  Manage > Create
SYSTEM Organizations Classrooms
|
v
5 6 7 8
Upload — | Upload —— ! Manage —_,/ Manage
Users Students Users Students

What Is An Organization?

In the MSAA System, an organization can be any of the four different hierarchy levels:
state, district, school, and classroom. Each organization level is defined by:

» Organization ID: Organization ID or Org ID is a unique system-generated
identification that the MSAA System has created for each state, district, school,
or classroom. Some organizations, such as states, districts, and schools have
been created in the back end using the predefined list of districts and schools
submitted by states reps.

» Organization Name: The organization name is the one your state provided
before the test window. The system will not recognize any other name than the
one provided initially.

» Code: The code is a required field for schools. Other organization levels can
leave the code blank. The code is the one your state provided with the district or
school name at creation. The code is typically used outside of the MSAA System,
while Org ID is generated by and used within the MSAA System only.

» Organization Level: MSAA System accepts the following organization levels:

State

District

School

Classroom

0O O O O

13
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Note: A child organization refers to the lower-level organization from which it was
created. For example, the state organization is considered the parent organization.
When we create a district within that state, the district is the child organization of the
state. This relationship analogy continues down the hierarchy line. A classroom is
considered a child of the school, which in this case is the parent organization.

It is important to understand these relationships as some functions, such as creating an
organization, have to be performed at the parent organization level.

My Organizations

When you access the MSAA System with a TC role, you will see the My Organization
link in the top navigation bar. When you click on this link, the organizations that have
been assigned to you will be listed in a table.

If you are a state-level TC, you will start by seeing state-level information.

If you are a school TC, you will see information pertaining to your school only. Note:
Users may be assigned to more than one organization at any level.

Dashboard My Organizations fiew Published Tests  Test Status Summary eftems  TestAdministration Training My Reports  Upload Reports

OME . MY GRGAN

My Organizations

org ID Organization Na: ime Child Organizations Users  Swdems  Actions

Al a 187 3088 Actions w

Organization Drill Down

As a TC, you are able to drill down to lower levels in the hierarchy. For example, if you
are school TC, you will be able to see your school organization and drill down to the
classroom level. If you are a state TC, you will be able to drill down to a district, school,
and classroom level by clicking on the numbered link within the appropriate columns.
Any text that is blue and underlined is a hyperlink—meaning you can click on it to drill
down for more information. For example, in the previous screenshot, clicking on “11” in
the Districts column will open the following page.

14
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'AZ' Districts

org ID Code Organization Name Child Organizations Users Students Actions

7 HAD Hollow Arroyo District 10

[

857

16 cvD Chino Valley District 4 i 15

2 GRD Grotto River District 3 [ 17

Now you will see the list of districts along with the number of schools, users, and
students associated with each district. You can continue to drill down to each level by
clicking on the hyperlink in each column. For example, in the above screenshot, you can
click on the number in the Schools column to view the schools in that district, you can
click on Users to see all the educators in the district, or you can click on the Students
link to see all the students in the district.

Note that the number of users includes all the TAs and TCs associated to the
organization (district in the above screenshot) in the same row.

My Organization Actions

Each row provides you with an Actions button. Clicking the button opens the actions
you can perform at that level. The list of available actions is dynamic and will change
based on the level of the hierarchy you are viewing. For example, the Edit Organization
action is not available for a state-level organization, but it is available for the child
organization levels in the hierarchy. The following screenshot illustrates the Actions
button options for a district row in the table.

Actions

Org ID Code QOrganization Name Child Organizatiens Users Students Actions

7 HAD Hollow Arroyo District 10

16 oD Chino Valley District

21 GRO Grotto River District 3 & 7

KSD Kingman School District 1 [ 2]

Create Classrooms

This section prepares the TC to create and manage aditional organizations, such as
classrooms in the MSAA System. You can create classrooms to which you can assign
TAs and students. Check with your State MSAA Coordinator to determine whether this

15
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Late Altarnate Assessmant

is a required step for you. If so, make sure to complete it before the registration window
end on March 4, 2016, as it will affect the test form assignments.

1 2 3 4
Get Started | | Access MSAA > Manage > Create
SYSTEM Organizations Classrooms
|
v
5 6 7 8
Upload ——» Upload —> Manage — | Manage
Users Students Users Students

Create a Child Organization

The majority of the organizations (districts and schools) have already been created in
the MSAA System. Nonetheless, the system allows you to create more organizations at
any level of hierarchy for each state based on your user role permissions. Check with
your State MSAA Coordinator for any state-specific policies related to adding
organizations.

The process to create an organization is the same regardless of the level of hierarchy
being added. The only difference will be where you start the process. If you want to
create a school, you will need to start from the parent organization—the district. If you
want to create a classroom, you will need to start from the parent organization—the
school.

Here, we walk through creating a classroom, which is a child organization for a school.

Recommendations for Creating Classrooms

Check with your state MSAA Coordinator to determine if this is a required step
Create classrooms prior to uploading students

Create one class per teacher per school

Use the following naming protocol: Teacher Last Name_First Name

16
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Create a Classroom

Classrooms are a way in which to organize the students in your schools and limit the
number of students TAs can see when they go to edit student profiles or start tests. The
following instructions walk you through creating a new classroom for a school.

1

Click the My Organizations link within the top navigation bar.

Dashboard My Organizations Test Status Summary My Students Test Administration Training  Sample Items

2 | Within the organizations table, drill down to the school level and locate the school
for which you wish to create a classroom.
Note: You may need to drill down a few times to get to the school organization
level.
Org ID Organization Name Chilg Crganizations users Stugents Actions

3 Click the Actions button located in the same row as the applicable school.

4 Select the Add a Classroom

option from the Actions drop- -
down menu.

Add a Classroom

Edit Organization
Add User

Upload Users File
Download Org ID List

Upload Enroliment File

17
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S The Add Classroom page opens. Add Classroom
Enter the classroom information.

» Organization Name:
Required. Type in the  —
classroom name (e.g., Ms. it
Smith’s class). Please note
you cannot use a name that
already exists within the same
parent organization. You must
have something in the name
that differentiates it from other

classrooms. m
ICancel

» Organization Code: Optional
Most states have a code for
districts and schools. You
may use a code for your
classrooms as well. If not, you
can leave it blank. (Note that
the code is required when you
are creating a new school in
the system.)

Organizational Code

Organization Name *

> Click Submit.

6 A confirmation is displayed on the top of the page. You will also see the new class
added to the school organization.

Georgia (5)

'Baker County Senior High School' Classrooms

Org ID Code Classroom Users Students

399 1234 Ms. Smith 0 0

Notice that the new classroom has been added, but there are zero users or students
associated with the classroom. You must associate students and TAs to this new
classroom.

Note: If a class is created prior to registering students, then register students using the
Student Registration Template. This is available through the “Actions” menu in My
Organizations.

18
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Follow the instructions to associate users and students to the classroom in the sections:

» Manage Users (see page 45)
» Manage Students (see page 57)

Edit an Organization

The only information that can be edited in the organization screen will be the
organization name and/or code. Check with your State MSAA Coordinator regarding
state policy related to adding and editing organizations. To view and possibly edit the
organization, follow the instructions below.

1| Click the My Organizations link within the top navigation bar.

Dashboard My Organizations Test Status Summary My Students Test Administration Training  Sample Items

2 | Within the organizations table, find the organization you wish to edit.
Note: You may need to drill down a few times to access the right organization level.
In this example we are going to edit the school.

oOrg ID Organization Name Child Organizations Users Students Actions

3 | Click the Actions button located in the applicable organization row.

org ID Organization Name Child Organizations Users Students Actions

2 AZ 11 92 1093

4 | Click the Edit Organization link.

Actions w

Add 3 Classroom

Edit Organization

Add User

Upload Users File
Download Org ID List

Upload Enroliment File

19
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5 | The Edit Organization page .
opens. Ms. Smith (399)

Make your changes. Please note:
- You cannot use a name
that already exists within
the same parent
organization.
- Code is required for school
and district organizations.

Parent Organization

Baker County Senior High School

Organizational Code

1234

Organization Name *

Click Submit. Ms. Smith

6 | A confirmation is displayed on the i
top of the page.

Georgia (5)

Organizations cannot be deleted once they have been created.

The process for manually creating or editing a school and district organization is the
same as described in this section. You will just need to be sure you are on the parent
organization level to create the child organization.

Upload Users File

This section prepares you to upload the Users File (TAs/TCs) into the MSAA System
and to manage users after the Users File has been uploaded.

Please check with your State MSAA Coordinator to determine who will be
responsible for this required step or see instructions that were contained in your
Welcome email. Some states are performing this action at the state level, while
other states are requiring district/school TCs to perform this action.

If you are responsible for performing this function, the user upload process must
be completed as described prior to the end of the registration period. This will
ensure accurate test form assignment to your students.

If you are not responsible for uploading student and user information you may skip the
Upload Users sections of this guide.

20
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1 2 3 4
Get Started —— »| Access MSAA > Manage > Create
SYSTEM Organizations Classrooms
|
v
5 6 7 8
Upload — Upload ——» Manage — ) Manage
Users Students Users Students

Users Upload Checklist

The following section describes the required steps upload the Users File during the
registration window:

v' Locate and download the Org ID file.
v' Download the latest Users Template from MSAA System.

v Fill in the template with your TAs’ and TCs’ data (without changing the
layout/format).

v Copy and paste the correct Org ID and Org Name using the MSAA System Org
ID file into the Users File.

v' Delete the Read Me tab and save the template as a .csv file.

v Start to upload the Users File.

Step 1: Download Org ID

Within the Users File there are required fields regarding the organization ID and name.
When uploading a file of user or student records, it is crucial to provide the system with
the correct Org ID and organization name that the MSAA System recognizes.
Otherwise, the system will reject the records as missing valid data in these two
columns, which means the students will not be created in the MSAA System.

21
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1 Click the My Organizations link from the top navigation bar.

Dashboard My Organizations Test Status Summary My Students Test Administration Training  Sample Items

2 The list of organizations that you or the district designee has permission to view will be
displayed.

'All' States

org o Organization Name Child Organizations. Users Students Actions
2 AZ u a2 1093 Actians v
3 cT 5 17 170 Actions w

Within the organizations table, find the organization for which you wish to retrieve a list of
child organizations.

In the screenshot above, we are starting at the state level, but want to drill down to view
the Org IDs for a district. Click on the number in the Districts column.

3 e

'AZ' Districts
org o Code Organization Name Child Organizations Users Students Actions
T HAD Hollow Arroye District 10 B 857 Actions

cvo Chino Valley District 4 15 Actons w

2 GRD Grotto River District 3 & iz Actions v

Locate the district (or other organization) for which you wish to view the Org IDs and name
file. Click on Actions.

22
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4 Select the Download Org ID
option from the Actions drop-

down menu on the parent
organization row. Eait Organization

Add User

—_—
Download Org ID List

Actions w

Add a Classroom

Upload Enroliment File

5 A Home | Layout Tables Charts | SmartArt | Formulas | Data | Review
Edit Font Alignment Number Format Cells
e . o - = — s e | = . - T : e
1 . (& Calibri (Body) | = |11 == _‘=_J ;\b. | _.) Wrap Text = General - ];*- S H?_L - (W]
pate Ao | BT |U | S AN |E EE S35 vewe - [Br %] 2| % ¢8 Corditonal Ly s pelete  Form
T ———— —

| A B e i e T E [ F | G

1 OrgID  Org Name Org Type Code Parent Organization Name Parent Code

2 789 Daws Elementary School School Al1235 Evanston Township District

3 790 Chute Middle School School C14592 Evanston Township District

4 791 Evanston Township High School School 455422 Evanston Township District

5 123 Ms. Smith Classroom Daws Elementary School A1235

6 124 Mr. Johnson Classroom Daws Elementary School A1235

7 125 Ms. Brown Classroom Chute Middle School C14592

8

o
10
11
12
13

The list of child organizations for the selected level will open in Excel.
The following columns are available in the downloaded Org ID file:
MSAA System Org ID

Org Name

Org Type Code

Parent Organization Name

YV V V V

Parent Code

You will need the information in columns A and B only for entry into your Users File
described in the next section.

No matter which level you are on—state, district, or school—you can access this list and it
will display all the child organizations that belong to the parent organization level.

6 Copy and paste (or use a formula) to update your Users File with the correct Org ID and
name. Now that you have this file open, you may minimize it until you are ready to
copy/paste Columns A&B information into the Users Template.

23
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Step 2: Download & Complete Users Template

Now that you have the Org IDs and name list, when you are ready to upload your users’ data
into the MSAA System, you will need to open the Users Template. The Users Template is
necessary to ensure your file layout and format are the same as what the system expects. To

Muti<State Alternase Assessmar

access the latest version of the Users Template, follow the instructions below.

1 Click the My Organizations link within the top navigation bar.
A F 3
Dashboard My Organizations Test Status Summary My Students Test Administration Training  Sample Items
2 Click any of the Actions buttons in the My Organization page.
org D Code ‘Organization Name Child Organizations uUsers Students Actions
: . o 2 | = .
3 Select the Upload Users File

option from the Actions drop-
down menu.

Actions w
Add a Classroom

Edit Organization

dd Llser

Upload Users File

UowWnioad Urd U LISU

Upload Enroliment File

24
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The Upload Data File page
opens.

Click the System Users
Template link.

« My file cont

Organization

File Type

Source File Path *

Upload Data File

ABA Tempe (4260)

Users data

Cheose File | Ne file chosen

To ensure a successful upload:

Mti-Slate Alternase Assessment

« My file is in

i y
e System Users Template fo

System. What is Org ID?
Imat and saved in the comma delimited (.csv) format

Upload Cancel

Open the template in Excel and transfer the TA and TC information into the
template to ensure you are working with the most up-to-date template.

Copy the Org ID and name information from the org list downloaded from the MSAA
system into this template. Please note that the Org ID is the identification number
assigned by the MSAA System and differs from the state-assigned code. Refer to page
21 in this guide for instructions on how to download the Org ID File.

eoe ™ Users_template.xlsx ¥
P EGR® %S @ o 4% @E & ber e (Q~ (search in Sheet )
A Home Layout Tables | Charts SmartArt Formulas Data | Review | PN - 22
Edit Font. Alignment. Number Format. Cells Themes
5 & Al - Calibri (Body) *|11 |+ |Ax| A~ | = = 55 |abcr | g WapText v - [General .t;, B = G == _'t'!u . BB”
Paste (A Cear- B I U AL EEEEE Merge B %) 2 |55 Eﬁ,,“‘;.',"l;:;' Stles . Insent  Delete Format | Themes Aa
A2l AN fx -
_ A B (€ D | E F G
1 Org ID* Org Name* Role* First Name* Last Name™* Title Email*
2
3
4
5
6
=
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The template also includes a second tab titled “Read me.”

The Read me tab contains instructions on how to complete the Users Template. It
provides the list of columns along with the valid values the system needs to capture
data.

This tab is for your information and can be used while copying your data into the
template.

Note: You must delete the Read me tab prior to saving the file as a .csv document and
uploading the file.

Home | inset  Pagelayout  Formulas  Data  Review  View  Acrobat a@ o
& cut . . - : O avtosum ¢ A
Century Gothie = 10 = A 4 ¥ = 1, , i1
42 Copy - E Frlt £ fnoe
J e 2 . . = <@ Ceas ~ seiect-
A3 +(* % « Jf The following table provides the valid values the MSAA system will accept. Users may be created at the class, school or district level. The Org ID and the Org Name included in 5 *
M =
A B C D -
N |Sé/ Users Template Data Description
LI oo

The following table provides the valid values the MSAA system will accept. Users may be created at the class, school
or district level. The Org ID and the Org Name included in the upload template should reflect the organization level
(class, school. district) where you want the user created. Please make sure fo pick ONE of the values provided in
column 'B' below. DO NOT change column headers or Delete columns on Users Tab. When User data is loaded in Users
Tab. Delete this Read Me tab and complete a file Save As to a *.CSV. This *.CSV file is what you should upload info the
system.

Column Name Valid Values Description
Org ID* Extract fro This is the unique system-generated Org ID. To find out the Org ID of your
district, school, and classrooms, download the Org ID file from My
Organizations page in the system
Org Name* re w The organization Name is the name that has been saved in the MSA
Assessment System for a state, district, school, or classroom. To find out the
extracted from  exact Org Name of your district, school, and classrooms, download the Org ID -
| Usel | Read me 4 L (30
After copying the TA and TC Excel 7T Edit View Insert Formg
information into the Users Template | |- New Workbook 8N
file, select the Save as option from | P © © gew from Template... ‘D:z
. b pen...
the File menu. LB open URL.. 030 |
# Hol  Qpen Recent > |
Edit
s Close #W I
- Save S
(FHCI  Save As... 43S

Select the Comma Separated
Values (.csv) option from the Format
drop-down menu when the Save As
popup opens. Then click the Save

Format:  Comma Separated Values (.csv) v
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Mti-Slate Alternase Assessment

button.

9 The system prompts you to confirm

that some formatting features will be
lost. X

Click Continue.

This workbook contains features that will not
work or may be removed if you save it in the
selected file format. Do you want to continue?

To save the workbook in this file format, which may
disable or remove some features, click Continue. To
preserve the workbook, click Cancel, and then save the
workbock in a different file format.

. Cancel Continue

Please note: The screenshots during the saving process may look slightly different for

you depending on your version of Microsoft Office.
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Step 3: Upload Users File

Before uploading the Users File, make sure you have completed the following tasks:

v
v

| have downloaded the latest Users Template from MSAA System.

Mti-Slate Alternase Assessment

| filled in the template with my users (TCs and TAs) data (without changing the

layout/format).

| copied and pasted the correct Org ID and Org Name using the MSAA System Org ID

file.

| deleted the Read me tab and saved the template as a .csv file.

Now I’'m ready to upload the file following instructions below.

Click the My Organizations link within the top navigation bar.

Dashboard My Organizations Test Status Summary My Students Test Administration Training

Sample Items

Within the organizations table, find the organization for which you are uploading the user
information. The example shows this at the district level.

Click the Actions button.

org ID Code Organization Name

7 HAD Holkow Arrayo District

Child Organizations Users Students

10 33 85

Actions

Select the Upload Users File
option from the Actions drop-down
menu.

Actions w

Add a Classroom

Edit Organization

AU USTT

Upload Users File

Download Org ID List

Upload Enroliment File
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4 The Upload Data File page opens. OVE | MY ORGANZATONS | BT DSTRCT SCAO0LS | UPLONICWTAFLE
Click the Choose File button and
select the registration file to be

uploaded. Upload Data File

Organization BT District (340)

File Type  Users data

Source File Path* | Choose File | Mo file chosen

To ensure a successful upload: « Myfile contains the Org ID generated by the System. What is Org ID?

« Myfile is in System Users Template format

=

5 When prompted, locate and select -l Lietplesd
<> [22 B @ || @~ G Enroliment Templates 3| (@
your file and click Open. [nvonre
| = Desktop ™ Students_enroliment_. te_v2_06232014.xlsx
‘ L Projects ™ Students_enroliment_..._06302014 (ctb).xlsx
m - ™ Students_enroliment_. .te_vé_07032014.xlsx
SRLL Wb Plas ™ Students_enrollment_... w Research team.xlsx
o Applications T Students_enrollment_template_v6_070914.xisx
[ Documents ™ Swdents_enrollment_... 1014 worksheet.xlsx
© Downloads T Students_enroliment_template_v8_0714 14.xisx
™ Stwdents_enrollment_...9_080414 worksheet
DEVICES T Stwdents_enroliment_...0414 worksheet.xlsx
() Remote Disc T students_enrollment_.. 1214 warksheet.xlsx
" Stwdents_enrollment_... 1314 worksheet.xlsx
SHARED ™ Stwdents_enroliment_...1314 worksheet.xlsx
e i o —
2 Music
Hide extension Cancel Ope
6 The file selected is listed in the HOUE - 1Y ORGANZATIONS 5T DSTRICT'SCHOCLS - UPLOAD DATA FLE

Source File Path section (not
shown here).

Upload Data File

Click the Upload button in the Organization BT District (340)
Upload Data File page.

File Type  Users data

Source File Path* | Chogse File | No file chasen

To ensure a successful upload + Wy file contains the Org ID generated by the System. What is Org ID?

& Wyfileis in System Users Template farmat

=
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The system is going to validate the information that is in your template. The following
criteria must be met in order for a record to pass the validation step:

v" Org ID must exist in MSAA System.
Organization name (the exact spelling) must exist in the MSAA System
Org ID must match with the given organization name.

Org ID must be within the current user’s permission area.

X X X

TAs must be associated to district-, school-, or classroom-level organizations (no
state).

\

If more than one organization is provided for a user, separate the organizations
with comma in both Org ID and Org Name columns.

v' The email address provided for each user should be unique. The system rejects
duplicate records.

v" Required fields must have a valid value (required fields are: Org ID, Org Name,
Role, First Name, Last Name, Email). Valid values for each column are provided
in the Read me tab of Users Template.

The validation step may take a few minutes to complete.

8.a

No Failed Validation Errors

Once done, the Validation Summary page opens. If there are no rejected records, the
page looks like the following screenshot:

& Some records could not be uploaded. Please select one of the actions below.

Upload Users File "Enroliment_09262014.csv’

Total records in file: 721

Accepted Records: 721

Create User Accounts
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9a | Click Create User Accounts.
Create User Accounts
10a | The system creates all the users Upload Data Confirmation
(TC and TA) you had in your users
file and provides you with a '556' user accounts were created successfully.
confirmation. + The new users just received an email to their email addresses.
+ New users are provided with a temporary URL where they can set up their own passwords in
TAP.
8b | Records that Failed Validation
After validation at step 7, if there are some records that failed the validation, the system
provides the count of accepted records versus the rejected ones.
@ Some records could not be uploaded. Please select one of the actions below.
Upload Users File 'Users_09262014.csv'
Total records in file: 721
Accepted Records: 556 . Rejected Records: 165
The Accepted records are the data rows in Rejected records are the ones that could
your file that meet the validation step, and not be created due to a data error.
are ready to be created in TAP.
Please select Create User Please select View Errors to view
Accounts to create the '556' the '165' records that could not be
records that passed the data uploaded.
validation criteria.
Create User Accounts View Errors Cancel
Back to re-upload
9b | Before viewing and fixing the records that failed validation, you must first create the
records that were accepted.
10b | Click Create User Accounts.

Create User Accounts
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11b

The system provides a confirmation message.

Upload Data Confirmation

'556' user accounts were created successfully.

* The new users just received an email to their email addresses.
* New users are provided with a temporary URL where they can set up their own passwords in
TAP.

Note that '165' out of '771' rejected records were not created in TAP. You can export rejected records

to correct and re-upload them later. Beyond this page, the system will not keep track of them.

View Rejected Records

12b

Now you have to work on the
records that failed validation. View Rejected Records

To do this, click View Rejected
Records. You will be able to view
the records that failed at validation
and are not yet saved in the
system.
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13b | The Exceptions page opens. Make sure to scroll down to see all the records if needed.
Each line is a rejected record. The reason for rejection can be found in the Error Message
column. Reasons for rejection are based on the validation criteria provided in step 7
above (please note: screenshots may look different than the actual file).
L]
Users File Erroneous Records
There are '9' erroneous records. Please correct the data and re-upload later.
OrgID Org Name Role First Name Last Name Title Email Error Message
359 kitten district test coordinator Amy Pond Kitten TC Title btgal 000@mailinator.com Email address: Duplicate user exists in TAP
359 kitten district test administrator Forrest Fish Kitten TC Title aa Email address: Invalid.
359 kitten district tc Boris Bear Kitten TC Title bb Email address: Invalid.
359 kitten district ta Gabriel Gerbil Kitten TC Title (4 Email address: Invalid
359 kitten district Tc Hilda Hamster Kitten TC Title dd Email address: Invalid.
359 kitten district TA Mary Mouse Kitten TC Title ee Email address: Invalid
359 kitten district XX Pete Pika Kitten TC Title ff Role: Value is required., Email address: Invalid
359 kitten district XX Rory Rabbit Kitten TC Title ag Role: Value is required., Email address: Invalid.
359 kitten district XX Vicky Vole Kitten TC Title hh Raole: Value is required., Email address: Invalid
14b | You must click on the Export
button to export the records. Note:
The system will NOT keep track of
rejected records beyond this page.
15b | The rejected records will open in a Users Template that is already saved as a .csv file.

Make sure to save this .csv file on your computer. Exit the Users Upload page in the
MSAA System and return to your .csv file to correct each record. We recommend
correcting the exported file because it will contain only the rejected records.

When you are ready to re-upload the file with the corrections, follow the upload steps as
described here.

Because these records were initially rejected, they have not been created in the system,
therefore when you re-upload the correct files, the system will see them as original
records and not duplicates.

Upload Student Registration File

This section prepares you to upload a student records into the MSAA System. This
guide refers to the student upload process as Registration. The MSAA System uses the
term enrollment, so some screenshots and references reflect “Enrollment” instead of
Registration. All participating schools are required to upload their student Registration
File into the MSAA System.
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Please check with your State MSAA Coordinator to determine who will be responsible
for this required step or see instructions that were contained in your Welcome email.
Some states are performing this action at the state level, while other states are
requiring district/school TCs to perform this action.

If you are responsible for performing this function, you must complete the
registration process as described here for students and users. This will ensure
accurate test form assignment to your students.

1 2 3 4
Get Started 5| Access MSAA »  Manage B> Create
SYSTEM Organizations Classrooms
|
v
5 6 7 8
Upload — Upload ——» Manage —_, Manage
Users Students Users Students

Student Registration File Upload Checklist

The following section will describe the required steps for uploading the student
Registration File during the registration window:

v Locate and download the Org ID file

v" Download the latest Registration Template from the MSAA System through the
“Actions” menu in My Organizations.

v Fill in the template with your students data (without changing the layout/format)

v" Copy and paste the correct Org ID and Org Name using the MSAA System Org
ID file into the appropriate columns in the Template

v' Delete the Read me tab from the Template and save it as a .csv file.

v" Upload the student registration file, correct any validation records

Step 1: Download Org ID

Within the student registration File (and the Users File, discussed above), there are
required fields regarding the organization ID and name. When uploading a file of user or
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student records, it is crucial to provide the system with the correct Org ID and
organization name that the MSAA System recognizes. Otherwise, the system will reject
the records as missing valid data in these two columns, which means the students will
not be created in the MSAA System.

To find the Org ID and Org Name that the system can recognize, and which you will
enter into your registration template file that you will be uploading, follow the instructions
below.

1 Click the My Organizations link from the top navigation bar.

Dashboard My Organizations Test Status Summary My Students Test Administration Training  Sample ltems

2 | The list of organizations that you or the district designee has permission to view
will be displayed.
'All' States

org 1D Organization Name Child Organizations Users Students  Actions

2 AZ 11 a2 1093 Actions w

Within the organizations table, find the organization for which you wish to retrieve
a list of child organizations.

In the screenshot above, we are starting at the state level, but want to drill down to
view the Org IDs for a district. Click on the number in the Districts column.

Child Organizations Users Students  Actions

3 org 1D Code Organi
7 T

HAD

10

Locate the district (or other organization) you wish to view the Org IDs and Name
file. Click on Actions.
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4 | Select the Download Org ID
option from the Actions drop-
down menu in the parent
organization row. Edit Organization
Add User

Actions w

Add a Classroom

Lloload Llcgrs Eilg

Download Org 1D List

Upload Enroliment File

5 # Home | Layout Tables = Charts | SmartArt | Formulas | Data | Review
Edit Font Alignment Number Format Cells
r: o - [calibriedyy  [r[11 [-] | = == General = Hﬁjﬂ‘ ;15' }_;__ : H‘:’“‘ B :l' !‘
bate (A Clearr [ B 1| U |4 | A merge |7 % | 3 | (%8| 48] Condiional e | Cnsen Delete Form
Flf = e
A B I c | b ] E | F | G
OrgID Org Name rg Type Code Parent Organization Name Parent Code
789 Daws Elementary School chool A1235 Evanston Township District
790 Chute Middle School chool C14592 Evanston Township District
791 Evanston Township High School chool 4554272 Evanston Township District
123 Ms. Smith lassroom Daws Elementary School A1235
124 Mr. Johnson lassroom Daws Elementary School A1235
125 Ms. Brown lassroom Chute Middle School C14592

The list of child organizations for the selected level will open in Excel.
The following columns are available in the downloaded Org ID file:
» MSAA System Org ID
» Org Name
» Org Type Code
» Parent Organization Name
» Parent Code
You need the information in columns A and B only for entry into your student
Registration File described in the next section.

No matter which level you are on—state, district, or school—you can access this
list and it will display all the child organizations that belong to the parent
organization.

6 | Copy and paste (or use a formula) to update your student Registration File with the
correct Org ID and name.

Now that you have this file open, you may minimize it until you are ready to
copy/paste columns A&B information into the Registration Template.
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Step 2: Download & Complete Registration Template

Now that you have the Org IDs and Names list, open the Registration Template to
upload the students’ information into the MSAA System. The Registration Template is
necessary to ensure your file layout and format is the same as what the system
expects. To access the latest version of the template, follow the instructions below.

Note: Students can be listed at the school or class level. However, if a student has
multiple teachers giving a test, that student should be registered at the school level.

1 Click the My Organizations link within the top navigation bar.

Dashboard My Organizations Test Status Summary My Students Test Administration Training  Sample Items

2 | Click any of the Actions buttons in the My Organization page.

©rg 1D Code Organization Name ©hild Organizations Users Students  Actions

3 | Select the Upload Enrollment
File option from the Actions drop-
down menu.

Actions w
Add a Classroom
Edit Organization
Add User
Upload Users File

Download Org 1D List

Upload Enroliment File
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4 The Upload Data File page E b S e (e
opens in the system.

Click the System Enroliment Upload Data File
Template link.

Organization BT State (339)

File Type Enroliment data

Source File Path * Choose File | No file chosen

« Myfilg is in System Enrollment Template format

Toensure a successful upload: = Myﬂll contains the Org ID generated by the Systgm. What is Org D

5 | The template opens in Excel. Once the template is open, transfer your student
information into the template to ensure you are working with the most up-to-
date template.

Also, retrieve and enter the Org ID and Name information from the Org List into
this template.

A B C D E F G
OrgID* Org Name* Student ID* Student First Name* Student Middle Student Last Name*  2014-15 DOB*
Name Grade*

H I J K L. M NOWPQWR S T UVWX Y Z

0N U AW R

Note: Columns I-Y should be left blank. Do no enter information in them and do
not delete them.

6 | The template also includes a
second tab titled “Read me.”

piion
the unique system-generated Org ID. To find out the Org ID of your district,
school, and classrooms, dewnload the Org 1D file from My Organizations page in
5 the NCSC Assessment System

The Read me tab within the st T et et el o oo, To ot th s g Ny
template contains instructions on | . et e R
how to complete the Registration | : s S .
Template. It provides the list of 10 St .
columns along with the valid o vty Sttt
values the system needs to "
capture data. i
8
This tab is for your information 0
and can be used while copying n
your data into the template. u

Note: You must delete the

38



MSAA System User Guide for Test Coordinators ,...,mmsmm.

Read me tab prior to saving
the file as a .csv document and
uploading the file.

7 | After you have copied your Excel I Edit View Insert Form
student information into the — New Workbook 38N
Registration Template file and p O O (")'ew foHEmpae ‘}23

= pen...
have deleted the Read me tab, DB open URL.. o%0 |
select the Save as option from # Hol  Qpen Recent > |
I Edit
the File menu. = Close W
: Save #8S
Paste Save As... +3S |

8 Select the Comma Separated
Values (.csv) option from the
Format drop-down menu.

Format: Comma Separated Values (.csv) ¢

Then click the Save button.

9 | The system prompts you to
confirm that some formatting X This workbook contains features that will not

features W||| be |OSt work or may be removed if you save it in the

selected file format. Do you want to continue?

CI |Ck Contl nue. To save the workbook in this file format, which may

disable or remove some features, click Continue. To

The .csv registration template will preserve the workbook, click Cancel, and

be Saved on your Computer workbook in a different file format.

| Cancel | | Continue

Please note: The screenshots during the saving process may look slightly different for
you depending on your version of Microsoft Office.




MSAA System User Guide for Test Coordinators m,é.é/

Step 3: Upload Registration File

Once all the student information has been copied into the Registration Template and
you have verified the information is in the same format and layout as required in the
template, you are ready to upload it into the MSAA System. Before uploading a
Registration File, make sure you have completed the following tasks described in the
previous sections:

v

v

| have downloaded the latest Registration Template from the MSAA System
though the “Actions” menu in My Organizations.

| completed the template with my student data (without changing the
layout/format).

| copied and pasted the correct Org ID and Org Name using the MSAA System
Org ID file into the registration template.

| deleted the Read me tab and saved the template as a .cvs file.

Now I’'m ready to upload the file.

Click the My Organizations link within the top navigation bar.

Dashboard My Organizations Test Status Summary My Students Test Administration Training  Sample ltems

Org 10 Code Organization Name Child Organizations Users Students Actions

Within the organizations table, find the organization for which you wish to upload
the Registration File (this could be at the school, district, or state level depending
on your user role). Our example is from the district level.

Click the Actions button.

GRD Grotto Rive L
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3 Select the Upload Enroliment
File option from the Actions drop-
down menu.

Actions w
Add a Classroom

Edit Organization
Add User

Upload Users File
Download Qrg 1D | jst

Upload Enroliment File

4 The Upload Data File page SN S % L 1 SN ..
opens. Click the Choose File

button. i
Upload Data File

Organization BT State (339)

File Type Enroliment daig
LTSRS

Source File Path * | Ehoose File | Nc file chosen

To ensure a successful upload: = Myfile contains the Org 1D generated by the System. What is Org 1D

» Myfile iz in System Enrollment Template format
e m
YY)

File Upload

5 When prompted’ find and SeleCt 1 ‘-. -:-3 |:|: .m" ﬁi -- I ;EnrollmmlTemu\nes Q.
your student registration file and e

[ Desktop [™ Students_enroliment_ te_v2_06232014.xlsx

CIiCk Open. The pOpUp C|OS€S (21 Projects [ Students_enroliment_... 06302014 (ctb).xlsx

T Swdents_enrollment_...te_v4_07032014.xlsx

£1 Al My Fil =
e “ Students_enrollment_w Research team.xisx
# Applications ™ Students_enrollment_template_v_070914 xlsx
1™ Documents [ Swdents_enrallment_... 1014 worksheet.xisx
© Downloads [ Students_enroliment_template_vB_071414.xlsx
™ Students_enrollment_...9_080414 worksheet
DEVICES ™ Students_enrollment_...0414 worksheet.xlsx
@ Ramote Disc ™ Stwdents_envoliment__ 1214 worksheet xisx
Students_enroliment_... 1314 worksheet.xlsx
SHARED = Students_enrollment_... 1314 worksheet.xlsx
e i f!u:en:s_lmo::melll_ lil‘.dwo‘rlshlel,xls;

1 Music
Hide extension Cance| Ope

6 | The file you selected will be listed | [ wowemos sromosmes oo
in the source file path.

Click the Upload button in the | | UPload Data File
Upload Data File page.

Organization BT State (339)
File Type  Enroliment data

Source File Path * . . )
Mv reqistration file csv

To ensure a successful upload + Myfile contains the Org ID generated by the System. What is Org 1D?
+ Myfileis in System Enrollment Template format

41



MSAA System User Guide for Test Coordinators m,é.é/

7 | The system is going to validate the information that is in your template. The
following criteria must be met in order for a record to pass the validation step:

v" Org ID must exist in MSAA System.

v" Organization name (the exact spelling) must exist in the MSAA System.

v Org ID must match with the given organization name.

v" Org ID must be within the current user’s permission area.

v Each student must be associated to one organization only, and the provided
organization must be a classroom or school level (students cannot be
associated to state and district).

v' The student ID (the state-issued ID) should be unique within the state. The
system rejects duplicate records.

v Date of birth must be in the required format (mm/dd/yyyy).

v Required fields must have a valid value (Required fields are: Org ID, Org
Name, First Name, Last Name, Grade, DOB). Valid values for each column
are provided in the Read me tab of Student Registration Template.

v Invalid grade (accepted grades are 3, 4, 5, 6, 7, 8, and 11).

The validation step may take a while to complete.
8.a | No Validation Errors

Once done, the Validation Summary page opens. If there are no rejected records,
the page will look like the following screenshot:

Checking Data Status

A

Totalrecords in file: 721

721

Create Cancel
Student Records Back to re-upload
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9a | Click Create Student Records.
The system will proceed to
create all the students you had in Student Records
your registration file and that
successfully passed the
validation criteria.

10a | Once complete, you will see a Upload Data Confirmation
confirmation message. The
students have been created and *721" student records were created successfully.
you can elther repeat these Steps You can access the new student records and complete their profile.
for other organizations (if

necessary) or move on to
uploading users.

8.b | Records that Failed Validation
After validation at step 7, if there are some records that failed the validation, the
system provides the count of accepted records versus the rejected ones:

Checking Data Status

& Some records could not be uploaded. Please select one of the actions below.

Upload Users File 'Enroliment_09262014.csv’
Total records in file: 721

Accepted Records: 556 Rejected Records: 165
’lease select Create Student Please select View Errors to view
Records to create the '556' records| | the "165' records that could not be

that passed the data validation uploaded.
criteria.

Create . Cancel
Student Records Back to re-upload

9 | Before viewing and fixing the records that failed validation, you must first create
the records that were accepted.

10b | Click Create Student Records.

Create

Student Records
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11b | The system provides a confirmation message.
Upload Data Confirmation
'556' student records were created successfully.
You can access the new student records and complete their profile.
Note that '165' out of '771' rejected records were not created in TAP. You can export rejected records
to correct and re-upload them later. Beyond this page, the system will not keep track of them.
12b | Now that you have some of your ) i
student records created in the View Rejected Records
MSAA System, fix the errors for
the rejected records.
Click View Rejected Records to
view the student records that
failed at validation and are not
saved in the system yet.
13b | The Exceptions page opens. Make sure to scroll down to see all the records if

needed. Each line is a rejected record. The reason for rejection can be found in the
Error Message column. Reasons for rejection are based on the validation criteria
provided in step 7 above.

Enrollment File Rejected Records

There are '165' erroneous records. Please correct the data and re-upload later.

OrglD Org Name Student ID First Name Last Name |Grade Error Message

123456 |Lincoln Middle School 1234542 |Mary Brown 5  |Org ID not found

123457 |Lincoln Township High School AB797  Joe ‘White 5 |Org ID and name do not match

123458 |Lincoln Middle School 879879 |John Smith 6  |Duplicate record

123458 |Lincoln Township High School s65765 |Alex Bellin 5  |Duplicate record;Org ID and name do not match
98098 |Chute Middle School 8798A34 Bill Shaw Grade is required

98098 |Chute Middle Schooal Maria Lopez 6  |Student ID is required;DOB is required
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14b | You must click on the Export button to
export the records into the .csv file, as m
the system will NOT keep track of
rejected records beyond this page.
15b | The rejected records will open up in a registration template that is already saved

as a .csv file.

Make sure to save this .csv file on your computer. Exit the Enroliment Upload page
in the MSAA System and return to your .csv file to correct each record. We
recommend correcting the exported file because it will contain only the rejected
records.

When you are ready to re-upload the file with the corrections, follow the upload
steps as described here.

Because these records were initially rejected, they have not been created in the
system, therefore when you re-upload the correct files, the system will see them as
original records and not duplicates.

Manage Users

This section prepares you to manage the users you have access to.

1 2 3 4
Get Started - | Access MSAA » Manage > Create
SYSTEM Organizations Classrooms
|
v
5 6 7 8
Upload Upload —» Manage Manage
Users Students Users Students
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Assign Organizations to Users

If a classroom organization was created (see pages 15-18), you will need to assign at
least one TA to it. Once the TA is assigned to the classroom, he or she will only be able
to access (and therefore start tests for) the students who are also associated to the
same classroom.

Additionally, you can change the organization that is assigned to a user, when and if
needed. Users can be assigned to more than one organization (classroom, school, or
district).

1

Click the My Organizations link within the top navigation bar.

Dashboard My Organizations Test Status Summary My Students Test Administration Training  Sample ltems

K2

2 To access the User’s page, click on the hyperlinked number in the Users column in
the organizations table. This will provide you with a list of ALL users within that
organization. In the screenshot below, this means you would see all the users in
the Evanston Township District.

QOrg ID Code Organization Name Child Organizations Users
7 HAD Hollow Arroyo District 10 33

3 Or you may wish to view a smaller list of users by drilling down further into a lower-

level, child organization.

In this example, we will drill down into the schools first.

Org ID Code Organization Name Child Organizations
7 HAD Hollow Arroyo District 10

4 Once in the school level, you will see the number of users drops significantly.

"Hollow Arroyo District' Schools

Org ID Code Organization Name Child Organizations Users

8 040000100120 Black Mountain Elementary School 4 (]
Locate the school and then click the hyperlinked number in Users column for the
desired organization level.

5

The system redirects you to the Users page, displaying the TAs and TCs for the
selected organization. You will see the user ID, last name, first name, email
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been assigned.

user D Last Name First Name Email Address

address, Org ID, training status, title in the school, and the system role they’'ve

Organization Code Training Status Title Role Active

3623 Frontier Jake btga%e@masnator com

Blue Class Pending test coordinator Active

6 Click on the User ID to access the Edit User page.

User ID Last Name First Name

Email Address Organization

623 Frontier Jake

btga98@mailinator.com Blue Class

7 The User Profile page opens for
the selected user.

Click the Edit button.

m Edit
Adwin Kosan

Main profile

First Name:
Adwin

Last Name:
Kosan

Title:

School Admin
Organization:
89

History

Member for

6 months 3 days
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To associate the user to an
organization, click the Main
Profile button.

m LMS Profile Main profile
Adwin Kosan
Username *
btgal0

E-mail address *

btgal0@breaktech.org

Password
Password strength:

The list of organization(s)
assigned to the user appears in a
table at the bottom of the screen.

Click the Add More
Organizations button to view the

organization hierarchy drop-down
menus.

View Edit

Account LMS Profile

[ Main protie |
Adwin Kosan

First Name *

Adwin

Last Name *

Kosan

Title

School Admin

The following table lists the organization(s) whose student information is available to the user. Click 1
Organization button to associate more organizations to the user.

Org ID Org Name Org Level Actions

89 Baker County School District District

Add More Organizations
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10 | A set of organizations will appear | | ®#  OroName I e
in the form of drop-down lists. » »
89 Baker County School District District Remove
If you have already created
classrooms, the organization
hierarchy is displayed down to
the classroom level. R O
You can select any organization swe
level that is available within the
drop down lists to assign or st
K ) istrict
reassign the user to a different Sk Couny Schoo Dt
organization.
School
Click the Associate Selected Sheemysmerna s
Organization to assign the new
. . Classroom
organization. V. Smith ¢
e
11 | The new organization will be _ _ - _
. . . . The following table lists the organization(s) whose student information is available to the user. Click the
||Sted N the Organ|zat|ons table Organization button to associate more organizations to the user.
Org ID Org Name Org Level Actions
Save the changes. . B Tty P
e Caemecom
Save
12 | Remove an Organization: The system allows you to remove an organization from
a user as long as you are not removing the last organization assigned to that user.
13 | Click the Remove button to

dissociate the organization from
the user.

The following table lists the organization(s) whose student information is available to the user. Click the
Organization button to associate more organizations to the user.

Org ID Org Name Org Level Actions
89 Baker County School District District Remove
399 Ms. Smith Classroom Remove

Add More Organizations
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14 | The new organization list will be
The following table lists the organization(s) whose student information is available to the user. Click

d iSplayed in the Organ izations Organization button to associate more organizations to the user.
table Org ID Org Name Org Level Actions

399 Ms. Smith Classroom
Make sure to save the changes

by clicking the Save button.

Save

Create Users

All users should have been created during the registration window. However, there may
be a need to create a TA or TC manually in the system if that user was not part of the
upload process.

1 Click the My Organizations link within the top navigation bar.

Dashboard My Organizations Test Status Summary My Students Test Administration Training  Sample Items

2 Drill down to the organization level for which you wish to create the user. This
example starts at the district level.

Org ID Code Organization Name Child Organizations Users Students
7 HAD Hollow Arroyo District 10 a3 857

16 CVD Chino Valley District 4 5 15

21 GRD Grotto River District 3 [} a7

25 KSD Kingman School District 1n [ 64
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Actions w
Add a Classroom
Edit Organization
Add User

Upload Users File

Download Org ID List

Upload Enroliment File

The Add User page is displayed.
Fill in all required fields that are
indicated with an asterisk after
the field name.

The fields to complete are:

» Email Address: Type the
TA’s email address in this
field.

» Password/Confirm
Password: Create the TA's
password. Passwords should
conform to school/district
policy, if applicable.
Passwords should be at least
6 characters in length, and it
is advisable to use a
combination of letters and
numbers. Be sure to enter the
password in both the
password field and the
confirm password field.

Add User

This web page allows administrators to register new users. Users' e-mail addresses and us

E-mail *

Confirm e-mail address *

Password *
Password strength:

Confirm password *

51




MSAA System User Guide for Test Coordinators Ll

> Role: Select the Test Roles ™

Administrator or Test
Coordinator option

> Notify User of New
Account: Select this check
box to ensure the system-
generated welcome email is
sent to the user with their log-
in information.

» First/Last Name

» Title: specific to user title in
the school/district

test administrator
test coordinator

Notify user of new account

Main profile

First Name *

Last Name ~

Title

» State: This field should
default based on your profile

» District: This field should
also default based on your
profile. If you are a TC in
more than one district, click
on the field and select the
appropriate district from the
list.

» School: Click in the field and
select the user’s school from
the list. If the user will be
responsible for students in
multiple schools, select the All
option in the School drop-
down list. At this time you
may only select one school or
the All schools option from
the drop down list.

» Classroom: If classrooms
are created in your school
and you wish to associate the
user to one or more, click in
the field and select the
classroom.

After you complete the fields,
click on Associate Selected

State

Arizona A

District
Hollow Pond Disfrict Edit  *

School

Black Mountain Schoaol A

Classroom
All v

Associate Selected Organization

Create new account
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Organizations.
You will see the organization has
5 . The following teble lists the arganization(s) whose student information is avallable to the user. Click the Add Organization butfon to associate more
been ad ded tO the users p I’Ofl | e. organizaiions to the user.
OrglD QOrg Name Org Level Actions
N eXt’ CI I Ck o n C reate N ew 8 Black Mountain Schocl Schocl
Account.

Add More Organizations

Create new account

You will receive a confirmation
message that the user has been
created.

Created a new user account for . No e-mail has been sent.

If you did not select to have the
system notify the user of their
new account (which sends the
welcome email with log-in
credentials) this will be the
confirmation message. It warns
that no email has been sent to
the user.

At this time there is no way to
correct this once the user has
been created. You will be
responsible for contacting the
user and providing their log-in
credentials.

The user can go directly to
website and log in at
https://www.msaaassessment.org

If you did select to have the . —
systom noty the user of the new

account, you will receive this
confirmation message. System Users
The user will receive their log-in
credentials with further
instructions included in the
welcome email.
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Track Test Administrators’ Training Status

TCs can monitor TAs’ training status in the Test Administration Portal. TAs are required
to complete their training and pass the end-of-training final quiz with at least an 80%
accuracy score. This will enable them to access the testing materials and test their
students. The MSAA System will keep track of their completion status; however, TCs
are permitted to manually mark a TA’s training complete if neccessary. This section will
describe how to view a TA'’s training completion status and/or mark their status as
training completed.

1 Click the My Organizations link within the top navigation bar.

Dashboard My Organizations Test Status Summary My Students Test Administration Training  Sample ltems

2 To access the User page, click the hyperlinked number in the Users column in the
organization’s table. This will provide you with a list of ALL users within that
organization. In the screenshot below, this means you would see all the users in
the Evanston Township District.

'AZ' Districts

org Io

Organization Name Child Organizations Users Students Actions

Code
HAD Hollow Armayo District

3 Or you may wish to view a smaller list by drilling down further into a lower-level
organization.

In this example, we will drill down into the schools first.
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All{1) v
'AZ' Districts
Org ID Code Organization Name Child Organizations Users
7 HAD Hollow Arroyo District 10 33
16 CvVD Chino Valley District 4 5
21 GRD Grotto River District 3 8

Locate the school, and then click the hyperlinked number in the Users column for
the desired organization level. Notice the User count is smaller, thus having less

users to search through.
'Hollow Arroyo District' Schools

org ID Code Organization Name Child Organizations Users Students Actions.

8 040000100120 Black Mountain Elementary School 1 [ & | acem -

040000100616 Desert Sun Elementary School 2 7 13 Actions w

The system redirects you to the Users page, displaying the TAs and TCs for the
selected organization. For all users there is a Training Status column. This column
will have two different statuses: pending or complete. If TAs have a pending
status, they may or may not have started the MSAA Online Test Administration
Course; or they have started it but they have not passed the final quiz.

System Users

Add User

»Narrow Results

Operations

Set Training as Completed

User ID Last Name First Name Email Address Organization Code Training Status Title Role Active

Frontier Jake bigadé@mailinator.com Blue Class Pending test coordinator Active

3410 test kask_tal kask_tal@breakiech com Black Mountain Elementary School 040000100120 Pending test administrater Active

Once the TA passes the final quiz, the status in the system will automatically
change to completed. At that time the TA will be able to start students’ tests and
access the test materials.

The TC can manually update the training status for the TA. You may need to do
this if training was provided in a live, group setting rather than each TA individually
accessing the training online.
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After you have verified that the TA has completed and passed the final quiz, click
on the User ID to access the Edit User page.

User ID Last Name

First Name

3623 Frontier

Jake

7 The User Profile page opens for
the selected user. m Edit
Click the Edit button. J —
ake Frontier
Main profile
First Name:
Jake
Last Name:
Frontier
Organization:
406
History
Member for
3 weeks 4 days
8 | Click the LMS Profile button. vew [0
m LMS Profile Main profile
9 | Select the PD Completed PD completed
checkbox.
Save
10 | Click on the Save button to save

the changes. The TA’s status has
now been marked as complete
and he or she will be able to
access the student test materials
and start testing students.
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This section prepares you to manage the student roster in the Test Administration
Portal. One of the reasons a TC may need to access the student roster is to reassign a
student from school to classroom after having created the classroom in MSAA System.

1

2 3 4
SYSTEM Organizations Classrooms
5 6 7 8
Upload Upload  —— '  Manage Manage
Users Students Users Students

Access Student Roster

1

Click the My Organizations link within the top navigation bar.

Dashboard

My Organizations

Test Status Summary

My Students

Test Administration Training  Sample Items

To access the student roster, click the hyperlinked number in the Students column

in the organizations table. You may wish to do this from a high level, such as from
the district, as shown here, where you can view and find all the students within the

higher organization.

Org ID Code

7 HAD

Organization Name

Hollow Arroyo District

Child Organizations

10

Users Students

23 857
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3| Or you may want to drill down further to a smaller list of students.
For example, here we will drill down to the students listed in a school. To do this,
click on the hyperlinked number in the Schools column within the district.

Org ID Code Organization Name Child Organizations Users Students

i HAD Hollow Arroyo District 10 33 857

Then, find the school within the district and click the hyperlinked number in the
Students column.

org ID Code Organization Name Child Organizations Users Students
8 040000100120 Black Mountain Elementary School 4 & BE6

4| The Student Roster page will display. This page displays the students for the
selected organization. In the example illustrated here, the Student Roster page will
display the 25 students in Black Mountain Elementary School.

Verify that all participating students are listed.

Student IO Student ID

(syslem-generated ID) (state-issued) Student First Name Student Last Name School Name Classroom Current Grade
74305182 Willie Rattanachane_ga Black Mountain Elementary School 6
[ 77961839 Alhena Sito Black Mountain Elementary School 4

3771075 Holden Baitner Black Mountain Elementary School

5| To access the student profile information (for viewing or editing), click on the Student
ID for the student.

Student ID Student ID

(system-generated ID) (state-issued) Student First Name Student Last Name School Name

5 74305182 Willie Rattanachane_ga Black Mountain Elementary School
[ 77961639 Athena Sito Black Mountain Elementary School
I 37771075 Holden Baitner Black Mountain Elementary School

- This space intentionally left blank. -
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Moving a Student to a New School or Class

In situations where an existing student must be moved to a new class, school or district,
their test assignments will move with a student to their new class, school or district,
regardless of the test status (e.g., Not Started, In Progress, Closed or Submitted). The
instructions below describe how to carry out such a transfer.

Permissions
To move a student, TAs and TCs must have permissions to the student’s
current school or class as well as the new school or class where the student

@ is moving.
For example, if the student is moving to a new district, you must contact
your State MSAA Coordinator to move this student.

Prepare for the Move

Students with Tests In Progress: Prior to moving a student to a new organization, the current TA
should ensure that a student’s test is saved and all supporting evidence is uploaded.

Move the Student

> LOg in to the MSAA SyStem . nCSC NCSC Assessment System

Hational Center and State Colloborative

> Go to the My Students page

Dashboard My Organizations Test Status Summary My Students

> Use the drop down list to select the My Students

School or Class in which the student is
currently enrolled.

Desert Sun Elementary School (3) v

. » £ Add Student
> Use the “Filter all columns” field to

search for the student in question.

This search field is located above the table of
students and searches the entire table for the
information entered in the search box.
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> Click the hyperlink in the Student ID
column to open the Student Profile.

> On the Demographics tab of the Student
Profile, scroll to the bottom to see the
Organization to which the student belongs.

> Use the drop down lists to select the

student’s new District, School or Class.

> When the new Organization is selected,
click Save.

Once saved, a confirmation message appears
above the student’s name at the top of the page.

msda’/

Mti-Slate Alternase Assessment

Student ID Student ID _
(sy?st:r?vgenerated) (stgtee-ir;suem Student First
63351471 Gail
Continued >
L ]
Britteny Phuma (1570)

Demoaraphics LCI Accommodations: Before Test SRC Accomn
T

District

Hollow Arroyo District « ‘

School

| Desert Sun Elementary School v |
Desert Sun Elementary School «

Desert Willow Elementary School

Classroom
A -

Updated Britteny Phuma (1570)

" | This student is now visible to all TCs and TAs with permission to view the new school or
class. The new TA may start or resume the Not Started or In-Progress test by selecting
the link under the Actions menu on appropriate line on the My Students page.
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Create a Student

In some rare cases you may need to create a student manually if he or she was not
included in the student registration process during the registration window.

1 | Click on My Students from the navigation panel

Dashboard My Organizations Test Status Summary My Students Test Administration Training  Sample Items

2 | Click the Add Student
button.
Dashboard Users My Organizations View Published Tests Test Status Summary My Stud
HOME = MY STUDENTS
My Students
All{1) »
Add Student
3 3 Devyn Yewell Math Test 2014
1518 1518 Carina Schehl Math Test 2014
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3 | Begin filling in all the required
information (only) on the
Demographics tab.

Add New Student

Demographics LCl Accommodations: Before Test SR Accommeodafions: Afier Test

Student ID *
First Name *
Middle

Last Name *

Gender
Male
Female

Mot salactar

62



MSAA System User Guide for Test Coordinators mmsmé/

4 | The State, District, and/or &) Black or African American
School fields may default with ) Native Hawaiian or Other Pacific Islander
information based on your O White
user profile.
If you are only associated to 2013-14 Grade ~
one school, the School field Selectagrade v |
will be completed. However, if
you are associated to more

than one organization at a State
level, you will have to make Arizona v
selections—as seen in the Binky School for Rabbits

Black Mountain School
screenshot here where a Cactus Shadows High School/Psh
school must be selected. District Desert Arroyo Middle School

Desert Sun Elementary School

Hollow Pond Dstrikf | Desert Willow Elementary School

Horseshoe Trails Elementary School
Lone Mountain School

New School

School Sonoran Trails Middle School

Al Al
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5 | Click the Save button to

create the student. State

The TA will complete the LCI, || Arzona .~

the Accommodations Before

Test, and the Student

Response Check tabs before —

administering the test to the District .

student. Hollow Pond District Edit -
School
Black Mountain School v
Classroom

Ms. Longo 4th Grade v

6 | You will be returned to the My | | ey
Students page and will see
your new student in the list My Students
(scrolling may be necessary).

Al v

Add Student

zapf

Student ID Student First Name Student Last Name Test Name Tes

2147 Gracie Zapf No test form assigned

When the student is created manually after the registration window, the system will
assign the test form to the student automatically.

Reminder: TAs will complete the demographics, LCI, accommodations before test, and
Student Response Check (SRC) information.
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Assign Organizations to Students

If you are manually creating a student (who was not part of the registration upload) you
will need to assign an organization to the student; or you may need to change the
assigned organization. The following instructions walk you through organization
re/assignment.

1 Go to the Student Profile page
as described in the previous
table. The system opens the
Demographics tab by default.

Devyn Yewell (3)

Demographics Lcl Accommodations: Before Test SRC Accommodations: After Test

C“Ck the Edit button First Mame *

Devyn

Middle

Fagenox xx

Last Name *

Yewell

Gender

F

Date of Birth *
May ¥ |[3 ¥ [[2008 ¥

Ethnicity

Mot Hispanic / Latino

Race

Asian, Black or African American, Native Hawaiian or Other Pacific

School Mame

Black Mountain School

2013-14 Grade

11

S ——
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2 At the bottom of the page, the 01514 Grade -
organization hierarchy is listed. & v

State

Arizona ¥

District
| Hollow Fond District Edit ¥ |

School
| Black Mountain Schaal ¥

Classroom

Class A ¥

“

3 If you have already crgate_d 01314 Grage
classrooms, the organization i v
hierarchy is displayed down to

the classroom level.
State

Arizona ¥

You can select any school or
classroom from the drop down
menus to assign the student to
the appropriate organization

hierarchy. Classroom
School [Class A
| Black Mountain Schol

District
| Hollow Pond Diswict Edit._ ¥

Save the changes by clicking the
Save button. Ms. Longo 4th Grade

Purple Hill Classroom
Classroom | Zapf 5th grade

Clasz A

4 The student information has now
been changed as noted by the
green confirmation message.

Devyn Yewell (3)

0
D
(s}

Demographics ~ LCI e Before Test - After Test
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How to update student grade assignment

On occasion it may be necessary to update a student’s grade assignment. Although this
may occur at any time during the testing window, it should be done as early as possible
and preferably before administering the assessment to the student in question. To do
so, follow the two-step process outlined below.

1. First, the TA/TC must update the grade information in student profile as shown
below.

Current Grade *

Demographics | LClI  Accommoc 4—[2]
Selecta grade

|—‘oo~1mmlw
—

2. After completing step 1, the TA/TC must call the MSAA Service Center (1-866-
834-8879), confirm your identity, and request a form reassignment to the
new grade. The Service Center agent will prompt for the necessary information.

Please do not send student-identifiable information via email.
TAs/TCs must phone this information in.

Measured Progress will notify the appropriate state contact of all reported grade
changes.

Requests received by 2:00 PM ET will be processed within 24 hours. The new
form assignment will be visible in the MSAA System.
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Complete Training

This section provides instructions on how to access and proceed through the required
MSAA Online Test Administration Training course.

TCs are required to complete all modules in the MSAA Online Test Administration
Training for Test Coordinators course.

Please note: TCs are required to complete all modules contained within the course, but
are not required to complete the end-of-training final quiz. All TAs must complete the
end-of-training final quiz with at least an 80% accuracy score to access the DTAs and
administer the Test to the assigned students.

Note: If you are both a TC and a TA in your school/district, you are required to
complete both courses and attain an 80% accuracy score on the end-of-training
final quiz for TAs.

1 | To access the training modules, click on Test Administration Training on
the top navigation bar.

My Students

My Students Sample Ttems
Edit Info & Take Tests Take Practice Tests =

Please note: Screenshots in this table are examples and not necessarily an actual
representation of all the modules/names of modules your role will have to complete.

68



MSAA System User Guide for Test Coordinators m,é@/

2 | The Test Administration T et e
Training home page will
display. You will see the Test Administration Training

name Of the course that IS Completion of training ks an impartant step 1o learn about the features of the assessment system Please take the Faining
required for your TC role :r::;mmym'wll:-ﬂw‘.ﬂmwmu‘ﬂmn-;!'l!ﬂIf‘cu:-lrv.hm"rnolynuwl:‘lﬂh

* Test administratons must attain a scone of BO% on the final Quiz 10 be Certified 10 administer the test
* N is estimated that completion of al training modules and the final uiz wil take approximately “*time™

Each of the blocks within the
course represents modules

that must be completed in 1 9 3
Seq uence. Getting Started Accessing TAP Manage Rostor
The MSAA System will keep 57 ot | cmemuae |
track of the progress of your 4 5
training through the required _ LaunchaTost Gomplots Sudant Profie
modules. —
3 | A white block indicates a v TestAdministration
module that is unlocked and 1 2 3
ready for you to view. _ )
Getting Started Accessing TAP Manage Roster
Tesl administration online training TAP user account / practice test View Students / Ascigned Test Forms
Click on the block to start the  Comgloted

training module.
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4 | The system will launch the " =

training module in a separate
window. Each module
contains audio and a script
that can be turned on and
off. You can also pause the
module, exit out of it, and
resume at a later time.
Instructions will be provided
within each module. You can
navigate back to the training
modules using the
dashboard.

f o] - Who are the Test Coordinators?

Test Coordinators (TC)

In general, the District Test Coordinator (DTC) provides oversight of the Pilot 2 Test at the district
level. The School Test Coordinator (STC) works within the school building to ensure the Pilot 2
Test is administered as intended and that the TAs and students have the support needed for a
successful administration. In some schools and districts, the DTC and the STC may share the
duties or even be the same person. Please refer 1o Appendix A. State Specific Information to
clarify your role as a TC in your state

Regardless of the number of individuals who perform the duties, the responsibilities of each role
must be completed. There are essential tasks that are required before, during, and after
administration of the Pilot 2 Test

Some modules contain short
quizzes. These quizzes are
checks for learning that do
not have required passing
scores. The MSAA System
will not keep track of the end
of module quiz results.

5 Once you start a mOdUIe in v Test Administration
the MSAA System it will be
considered in pending
status. 1 2
Getting Started Accessing TAP
When you are finished with Test administration online training TAP user account / practice test
the module, you MUST click 7 Comaleted =
on the Complete Module

link beneath the block to
unlock the next module in
the sequence and proceed
through the course.

6 | Complete Final Quiz: This section is only applicable for TAs. Please ensure that
the TAs are completing all required training modules such that the test
administration can be completed during the test window.

When the status for all modules is marked as completed and the Final Quiz has
become available, the Start Final Quiz button becomes unlocked. The Final Quiz
will be available mid-March 2016.

7 | TAs will click the Start Final

Quiz button when available. Start Final Quiz
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8 The System launches the Lorem ipsum dolor sit amet, consectetur adipiscing elit.
online end-of-training final
q u iZ . Lorem ipsum dolor sit amet, consectetur adipiscing elit.
@ Lorem ipsum dolor sit amet, consectetur adipiscing elit.
TAs will read the questions
and select the best answer, Laorem Ipsum color st amet, conseciehur adplacig sl
then click on the Next or
Previous buttons to proceed Lorem psum dolor st smet, consecisur adlacing et
through the Final Quiz.
@ Previous Next @ ? &
TAFinal Quiz A Tost Administration Training / Final Quiz / 3 of 25 Save & Exit (3%
9 | TAs can pause and resume Lorer peusn dalor st s, consectetur adpecing ol
the Final Quiz as needed. To
pause’ SeleCt the Save & Lorem ipsum dolor sit amet, consectetur adipiscing elit.
Exit button. The system will @ Lorem ipsum door st amet, consecdetur adiiscing ot
redirect them back to the
Training main page. Lorem psum door st amet, consecletur adipiscing eit.
@Previous Next @
10 | When TAs are ready to
resume the final quiz, they
will select the Resume Final
Quiz button in the Training
main page.
11 | When TAs submit the final

quiz, the system will display
their quiz results. If TAs
passed the end-of-training
final quiz, their user profile
will be updated with a
Training Complete status
and they will be able to
access student tests and test
materials on March 30 and
March 23, respectively.

Click OK to navigate out of
this page.

Test Administration Training Quiz Scores

86% Correct Responses.

Congratulations! You passed the Test Administration quiz!

==
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12 | If the TA does not attain at
least 80% accuracy on the
end-of-training final quiz, the
results display the TA score 5% Correct Responses.
with a message similar to

Test Administration Training Quiz Scores

Sorry. You did not reach the 80% correct responses required to pass the quiz. Please try again later,

what is displayed here. You may access te raining modules and retake the final quiz when ready.
Click OK to return to the m
main Training page.
13 | The training modules are e
available to review
information. Test Administration Training
The TA W|” CliCk Retake :::J:-::;L::r::z::n\r:\/'dnasnlthar’nsl(‘mm-n‘ornr’nstAd'ﬂ-mit'n!uIfycusmwlhot"mn‘_yuun‘ll'akﬁ'.rﬂ
Final Quiz button when e et st ik R ot
ready to try again. L Y S T e T

V' NGSC Teet Administration

TCs may also review the TA

tra I n I ng mOd UIeS - Getting Started Accessing TAP Manage Roster
Tast administration caling training TAP user account / practice test View Stucents / Assigned Test Farms
Launch a Test Complete Student Profile
Navigation bar / pauce / resume LCI1/SAR/SARC

My Reports

This section provides instructions on how to access and download State, District and
Schools Report files for the organizations to which you are associated. Report
permissions are based on the same principles within the full MSAA application.

Please note: The My Reports tab on the global navigation will only be available for a
certain period of time each year.
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1| Click on My Reports from the navigation panel

My Organizations View Published Tests  Test Status Summary My Students  Sample ltems Test Administration Training My Reports

2 | ATC’s My Reports displays
all districts to which the TCis | My Reports

aSSIQ ned - For Questions about reports, please call your State NCSC Coordinator.
A). This page allows for e o BT AR st
download of the State

Summary and All District &
Schools .Zip files via two

Download Files for a specific District or School

“‘Mega-download” buttons for Sila o et
further distribution needs.
These buttons will only =
display if a user has full State OB  Gode  OmanizationName Selct up 105 Hems ata time
permissions. 0 N7 4Sucoess SchodsLLC
994 89858 91st Psalm Christian
B). Separate District / School @0 7o AGaneriorCrsatue Edcaion =
report files if available, based s4 B34 ACHsVewSchoolin
on the user’s permissions, are o4 79004 Acacemic Benmioml Atermathes
also selectable within the 018 0192 AcadsmyDelSoll,
table below. Users can s 5540 Academy of Buiding Industves ng Repors Not Avasable

download up to five selections
at a time then click the
Download Items button to
create a .Zip file on the fly.
Each selection will include 2
District reports and 4 School
reports for each school
contained within that District.

Note: Any download will have
to be confirmed before the
download begins.

Are you sure you want to download this file? If yes, please click the "Yes, download" button
and wait for the download to fully complete.

Yes, download No, cancel
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A). The table list of Districts
are Filterable by “All”
characters or words typed
into the Filter all Columns text
field when the Go button is
selected.

B). The table is also sortable.
Organization Name is the
table’s default sort option, but
a user can sort the table by
Org ID and Code by clicking
on the heading link which
toggles either numerically or
alphanumerically forward and
back.

-

Filter all columns A

Org ID

994

850

Code B Organization Name

89959

79457

91st Psalm Christian

A Center for Creative Education

As some States have a large
number of Districts,
pagination in included for
timely page loads. Each
page will show up to 100
items

(694 items)

2 3 -

S next

A). A User select a District
from the dropdown to choose
specific School reports from
the 2" level School table

page.
OR

B). Click on the hyperlink
organization name within the
table itself.

Note: The District dropdown
includes type ahead
functionality to just ahead to a
specific section of the list.

Download Files for a specific District or School

State
AA

Org ID

E| 28

Organization Name

4 Success Schools LLC

91st Psalm Christian

Academic Behavioral Alternatives
Academy Del Sol Inc.

Academy of Building Industries Inc
Academy Of Excellence Inc.

Academy of Mathematics and Science

Academy of Tucson Inc.

Aradanmy with Camminity Partnare In
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The 2" level School table
page allows for selection of
any School within any District
that you are associated.

Changing the District on the
School table page will show
your specific District options
and on selection of another

District will repopulate your

School table.

Note: TCs that are only
associated to Schools and do
not have full District
permissions will only see the
schools to which they are
associated. This will also be
the only My Reports page
they have access to.

My Reports

For Questions about reports, please call your State

Download Files for a specific School

4 Success School

Al

4 Success Schools LLC

91st Psalm Christian

Academic Behavioral Alternatives
Academy Del Sol Inc.

Academy of Building Industries Inc
Academy Of Excellence Inc.

Academy of Mathematics and Science

Academy of Tucson Inc.

Aradamy with Cammiinitey Partnars in

District @
4 Success Schools LLG

Download ltems

Select up 1o 5 items at a time

(1 item)
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Appendix: Technology Requirements

Browser

You will use a browser to interact with the online assessment. Three major browsers
(listed below) are supported for the MSAA System. Currently, we recommend the latest
version of each of these browsers. If you would like to determine the browser you are
running and its version, simply navigate to the Google site whatbrowser.org. You can
also upgrade your browser to the latest version from this page for free. If you
experience problems with the assessment, the easiest thing to try is to log out and then
log back in using a different browser. Below are the supported browser versions.

Browser Version
1 | Chrome 26 and above
2 | Firefox 24 and above
3 | Internet Explorer IE9 and above

There are two additional requirements for the browser to administer the MSAA:

e The browser must support cookies.
e The browser must have javascript enabled.

Operating System
For the operational test, the assessment must be delivered on Windows or Apple OS X
(Mac) operating systems. The following versions are supported.

Operating

System Version

1 | Windows | wWindows Vista SP2, Windows 7, Windows 8

Mac
2 10.4.4 (Tiger), 10.5 (Leopard), 10.6 (Snow Leopard), 10.7
g,(A)pme OS | (Lion), 10.8 (Mountain Lion), 10.9

For older versions than above list, as long as the operating system runs the latest
version of the browsers specified above, the assessment should be delivered
successfully.
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